Instructions for setting AKO E-mail to forward to your
CA-ARNG (or Civilian E-mail ) account

1. The Secretary of the Army has directed that every soldier in the Army, Army Reserve,
and National Guard obtain a logon to the Army Knowledge Online (AKO). Part of the
account creation process includes a unique AKO E-mail address.

2. To ensure that you receive all messages sent to your AKO e-mail address in a timely
manner, the AKO provides you the ability to automatically forward your E-mail from
your AKO account to another account you monitor on a regular basis. For those soldiers
who are Full-time with the National Guard, this would be your CA-ARNG E-mail
address. For M-Day soldiers, this should be the e-mail account you monitor regularly.

3. Please follow the 9 steps below to set-up auto forward on your AKO E-mail account.

Step 1: Logon to your AKO Account by going to: http://www.us.army.mil (if you do
not have an AKO account, please complete the online request form)
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Step 2: Click on the Sign In Button.
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Step 3: Enter your AKO user logon and AKO password in the box provided. Then click
the OK button to continue:
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Step 4: Locate the Personalize Button near the top and on the right side of the window
(below the heading). Click on the Personalize Button .
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Step 5: Click on the User Profile Button to set your e-mail forwarding settings.
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Step 6: Locate the Email Information area on the form. Click the Forward Email (Non-
AKO Account) option. Next type the Email address you want all messages forwarded to.
You will need to retype that email address in the Verify box to the right to confirm your
have correctly entered your email. While you are there, feel free to update any of the
information in the User Input Screen. Once completed, click the Submit Button.

User Information: This page allows you to view personal infermation and to make certain changes
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Step 7: Acknowledge the completed screen by clicking the OK Button.
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& Your changes have been successful.

Step 8: Close the Personalize window by clicking on the X in the upper right corner.
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Step 9: Log off AKO.

Procedure Completed.




